Employability Skills 2000+

The skills you need to enter, stay in, and progress in the world of work—whether you work on your own or as a part of a team.
	Employability Skills
	         √ Check box if used

 Never    Sometimes  Usually    Always

	Communicate

• read and understand information presented in a variety of forms (e.g. words, graphs, charts, diagrams)

• write and speak so others pay attention and understand

• listen and ask questions to understand the points of view of others

• share information using a range of methods (e.g., voice, e-mail, computers)
	
	
	
	

	Manage Information

• locate, gather and organize information using appropriate technology and

information systems

• access, analyze and apply knowledge and skills from various disciplines (e.g., the arts, languages, science, technology, mathematics, social sciences, and the

humanities)
	
	
	
	

	Use Numbers

• decide what needs to be measured or calculated

• observe and record data using appropriate methods, tools and technology

• make estimates and verify calculations
	
	
	
	

	Think & Solve Problems

• assess situations and identify problems

• identify the root cause of a problem

• be creative and innovative in exploring possible solutions

• implement solutions

• check to see if a solution works, and act on opportunities for improvement
	
	
	
	

	Demonstrate Positive Attitudes

& Behaviours

• feel good about yourself and be confident

• deal with people, problems and situations with honesty, integrity and personal ethics

• recognize your own and other people’s good efforts

• take care of your personal health

• show interest, initiative and effort
	
	
	
	

	Be Responsible

• set goals and priorities balancing work and personal life

• plan and manage time, money and other resources to achieve goals

• assess, weigh and manage risk

• be accountable for your actions and the actions of your group
	
	
	
	

	Be Adaptable

• work independently or as a part of a team

• carry out multiple tasks or projects

• be innovative and resourceful

• be open and respond constructively to change

• learn from your mistakes and accept feedback
	
	
	
	

	Learn Continuously

• be willing to continuously learn and grow

• assess personal strengths and areas for development

• set your own learning goals

• identify and access learning sources and opportunities
	
	
	
	

	Employability Skills
	         √ Check box if used

 Never    Sometimes  Usually    Always

	Work Safely

• be aware of personal and group health and safety practices and procedures, and act in accordance with these
	
	
	
	

	Work with Others

• understand and work within the dynamics of a group

• be flexible: respect, be open to and supportive of the thoughts, opinions

and contributions of others in a group

• recognize and respect people’s diversity, individual differences and perspectives

• accept and provide feedback in a constructive and considerate manner

• contribute to a team by sharing information and expertise
	
	
	
	

	Participate in Projects & Tasks

• plan, design or carry out a project or task from start to finish with well-defined

objectives and outcomes

• develop a plan, seek feedback, test, revise and implement

• work to agreed quality standards and specifications

• select and use appropriate tools and technology for a task or project

• monitor the success of a project or task and identify ways to improve
	
	
	
	


Coop Journal #2
Instructions:  Type one half page (minimum) for EACH question.

1. What three Employability Skills do you use most at your placement?  Give a detailed example of how you use each skill.

2. List two Employability Skills that you will work to improve on in the near future.  Explain what you will do (steps you will take) to improve on each of these skills.
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“What some people fail to grasp, Larry, is the difference
between ‘thinking outside of the box’ and just being a weirdo.”



                    [image: image2.png]Copyright 2006 by Randy Glasbergen.
‘www.glasbergen.com

“I have to come in late this morning, but I'll
make up for it by leaving early this afternoon.”
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“You just spent 45 minutes explaining why you’'re too busy
to do something that would have taken 2 minutes.”




